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ABSTRACT 

Building upon the conviction that student learning 
may be enhanced when the direct worlds of experience intersect with 
academics, this paper offers several assignments and exercises for 
the college-level business and professional-speaking course which 
intend to encourage this intersection. The paper serves as a resource 
of ideas for anyone who might have the opportunity to teach this type 
of course. The paper begins with a brief summary and description of 
each of the specific assignments: mock interviews, interview 
gathering, managerial theory self-assessment and paper, conflict 
simulation and conflict paper, business presentation, group project, 
and a parliamentary procedure simulation. The remainder of the paper 
presents handouts, assignment sheets, and critique sheets associated 
with the assignments and exercises. (RS) 
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A frequent student complaint in higher education is verbalized in 
the following question: How does this stuff apply to my life? The 
Dewian notion of experiential learning is one attempt to make the 
connection of academic 'stuff to students' lives . According to 
bedrock claims of experiential learning theory, students bring 
valuable and varied experiences into the classroom. If these 
experiences can be woven into a 3tudent's learning, the learner 
becomes more 'real,' more 'owned' by the student. Building upon the 
conviction that student learning may be enhanced when their direct 
worlds of experience intersect with their academics, this paper offers 
several assignments and exercises which intend to encourage this 
intersection. Specifically, principles of experiential learning have 
been drawn upon to design instructional materials for use in a 
college -level business and professional speaking course. All of the 
materials included here are original and have been used in my 
classroom for the last two years, 

although not all of them 

have been used in any one semester. 

This paper is designed to serve as a resource of ideas for anyone 
whr might have the opportunity of teaching this type of course. It is 
organized as follows: First I will offer a brief summary and 
description of each of the assignments included within. The remaining 
majority of the paper is comprised of the actual handouts, assignment 
sheets, critique sheets discussed. 
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Contents of Materials 
Mock Interview Assignment 

This assignment gives students the opportunity to assume the role 
of an interviewee in a fairly realistic selection interview setting. 
In advance of the interview, students submit professionally produced 
resumes and cover letters* Students are free to interview for any 
career position which they judge most realistic to their current 
goals, training, and interests. This assignment has worked well in my 
classroom. Students are challenged to evaluate their own education, 
training, and experience. They then apply and evaluate their learned 
principles of impress ion -management and interview strategies within 
the context of their own lives. As the interviews are done in the 
front of the classroom audience, this also provides another public 
speaking experience. Typically this assignment has been the one I've 
received the most positive feedback on. Students have expressed that 
this provided them with practical experience and confidence that they 
will do well in future 'real' interviews. 
Interview Gathering Assignment 

Recognizing the growing need for effective networking practices, 
this assignment calls upon students to work through all the steps of 
arranging and conducting an information- finding interview with a 
professional within their career field. Aside from learning how to 
structure effective interview questions and strategy, students gain 
valuable contacts within the business world. I've gotten good feedback 
regarding this assignment too. Although students are required to 
explicitly tell their 'interviewees' that they are not seeking 
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employment, an amazingly large number of them have been offered jobs 
and internships. Further, students have frequently discovered aspects 
of their future career choices which have encouraged them to change 
the course of their study. Aside from these practical benefits, 
students were able to learn strategies involved in designing and 
conducting interviews, from selection of appropriate types of 
questions, to keeping wayward interviewees on topic. 
Managerial Theory Self -Assessment and Pap er 

As an in- class assignment, the self -assessment asks students to 
verbalize their opinions on key fundamental tissues regarding human 
motivation, leadership, and management based upon their previous 
experiences from childhood onward. This assignment provides a 
springboard for discussion of how and why people vary across the 
different management issues. Typically this discussion time has led to 
topics of cultural, ethnic, racial, and gender diversity. Students 
learn from this discussion that many of their convictions toward human 
management is related to these issues of socialization. 

The managerial theory paper gives students the opportunity to 
apply the studied managerial theories to a hypothetical situation . A 
hypothetical situation is detailed within the assignment. In this, 
students are told that they have been appointed manager of a small 
industry. They are briefed regarding the breakdown of workers and 
their responsibilities. They are also given descriptions of how each 
group of workers view themselves as well as the others. Given this 
information, students are challenged to articulate what kind of 
manager they feel they should be given this particular context. They 



are asked to identify and explain why their chosen managerial schools 
of thought, theories of management, and communication strategies & 
styles might be appropriate. 
Conflict Simulation and Conflict Pap er 

After being taught various theories, styles, and orientations to 
conflict management, students still lack the experience of actually 
'using' these theoretical understandings. In this conflict simulation, 
students are given the opportunity to enact and evaluate the 
effectiveness of appropriate conflict management behaviors. This is 
designed to be a fifty minute in- class simulation. To accommodate a 
class of about thirty students, I have divided the students into four 
groups. Each person in each group is given a role. There are one or 
two mediators, two management representatives, and two employee 
representatives. Remaining members are given the role of critical 
observers. Each student is given a handout, on which is a paragraph 
describing the conflict as well as specific instructions related uheir 
individual roles. My experience with this simulation has been mixed. 
With some classes, it has worked very well. Students 'get into' the 
simulated conflict and creatively play their ro3 es which I feel 
remarkably mirror reality. In these successful simulations, mediators 
try to use the strategies used which aim for win -win results. The 
critical observers record a host of both positive and negative 
conflict communication behaviors. 

With the identical assignment explanation, identical classroom 
and time constraints, I've had some poor experiences with this 
simulation. In these, students almost immediately resolve their 



conflict by ignoring some of the constraints (and suggested emotional 
behavior) detailed on the handouts. In these groups, students chose 
not to "get into' the simulation. After ten minutes the simulation was 
over with very little to discuss or learn from. I can't say what was 
the reason for this variance, although before using this again, I 
would try to discover what could be done to ensure greater odds of 
success. When it worked, it was a valuable tool; when it failed, I was 
left with forty minutes with nothing to discuss. 

In the conflict management paper, students are cast into the role 
of mediator between two employees. Students are told that since they 
will be unable to attend the mediation (family emergency!) they must 
write detailed instructions to a new person in their human relations 
department- This is designed this way so that students not only can 
apply the theories and concepts, but also describe their meaning and 
use to someone unfamiliar with them. I feel that this assignment has 
been successful. In the guise of describing the strategies to their 
colleague, students typically have let their personalities show 
through as they adapt textbook theories to these particular 
circumstances and hypothetical employees. Having to write about them 
in such a way that their untrained colleague would understand 
challenges students to put things into their own words and 'boil down' 
theory to practical implications. 
Business Presentation 

This assignment is designed to provide students a realistic 
experience with public speaking within professional business 
environments. Each student is free to choose the topic, the audience, 
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and the speaking context. They are asked to imagine a realistic 
speaking situation for them in their future careers. As an example, 
I've had advertising stiidents present advertising campaigns to a board 
of clients. I've also had pre -law students present case research to 
their colleagues in a staff briefing. I've also had a few education 
majors teach brief lesson plans to elementary and high school 
audiences. After students choose their setting, and topic, they are 
required to complete a *data sheet,' on which they describe their 
target audience. On the day of their speech, I read these data sheets 
to the classroom audience so that we can know who we *are' for the 
next ten minutes. This also helps me evaluate students on the 
dimension of audience analysis. Feedback regarding this assignment has 
been positive. 
Group Project 

Like many group projects in speech communication courses, this 
one is designed to teach fundamentals of group dynamics at the level 
of personal experience. Further, this particular assignment is 
designed to utilize the experiences, skills, and training of the 
particular students within each group* Sharing with the group what 
these interests and strengths are, each group selects a realistic 
project for them. Projects are conceived as proposals. Each group, 
after brainstorming, selects a proposal for a new business or service. 
Given his or her individual strengths, each member is responsible for 
one or more aspect (s) of the proposal. For example, my 
advertising/marketing students choose to be responsible for doing some 
basic market research and for designing some advertising campaigns to 
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be used to promote their product/service* Finance majors often choose 
to evaluate the sort of budget required for the proposal, and for 
presenting this aspect of the proposal in the final group 
presentation. Although this project has resulted in some typical 
groupwork- related complaints, the majority of my students still rate 
this project as worthwhile and instructive* Many have usecitheir final 
professionally-produced proposals as part of their interview 
portfolios . 

Parliamentary Procedure Simulation 

After becoming frustrated with teaching this subject, I designed 
this simulation. The simulation gives students the opportunity to use 
the various motions and rules in a realistic context* Prior to the 
simulation each student is given an envelope with necessary 
instructions and materials. Each student discovers that he/she is 
responsible to make several different types of motions during the 
course of the simulated meeting. I've only tried this simulation once, 
and it was very successful. The meeting lasted over an hour. The cards 
that people had ensured that there would be things to discuss. At 
several points there was confusion regarding procedure, but 
collectively they were able to solve the problems and continue. I 
think this exercise removed some of the 'fear' of parliamentary 
procedure, but collectively they were able to solve the problems and 
continue* I think this exercise removed some of the 'fear' of 
parliamentary procedure while bringing it closer to i;heir familiar 
worlds of experience. 
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Mock Interview Assignment 
SpCom 211 / Martinson 

Rationale: 

Effective Interviewing can best be learned when practiced* As many contemporary 
business leaders/employers are suggesting that an applicant's performance within the 
interview is often the factor determining their 'Mreabliltty, 9 H is fitting that we gain some 
practical experience doing it before our career fate is at stake* 

This assignment is designed to give students rralistic participation within a selection 
interview* 

Assignment Procedures: 

1. ) Write resume . Following suggestions and guidelines from class presentations, 
each student is to produce a current, accurate, professional quality resume. 

2. ) Write cover letter . Given your experience, education, interests (etc), decide what 
would job you most likely will be seeking following the completion of your schooling. Name 
the position that you would be seeking and select a real or Fictitious company/organization 
name which might have that position* Following cover letter guidelines (see handout), 
confirm the interview date and time, reminding the interviewer who you are and what 
position you are seeking* 

3. ) Place your resume and cover letter in a professionally addressed envelope, and 
place these in my campus mailbox by your required deadline* 

4. ) During the interview days, four to five students (signed up for slots in advance) 
interview per day* On the day of your interview, and at the time of your interview, you 
will step outside the classroom door and wait for the interviewer (the instructor or a 'guest' 
interviewer) to meet you there and welcome you. After seated at the front of the 
classroom, the interviewer will conduct the interview with questions appropriate to your 
stated objectives, interests, and likely demands given your career goals. Students are to 
incorporate interview strategy from information discussed in class, from the textbook, and 
from the hand-outs. 
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Interview Gathering Assignaent 
SpOoro 211 / Martinson 

(This assignment borrowed from Christine Bauch) 

Due date: 

Tine purpose of the interview is to create a real interview situation in 
which class mentoers can implement interviewing techniques learned in 
class; can probe the cxxm&inic&tion demands , job skills, and employment 
responsibilities related to a career position the student seeks; and to 
use this information for personal career growth. Ohis is your opportunity 
to start building a network for your job search ard to speak with someone 
in a ca r ee r that you hope to aspire to within five years after graduation. 

In order to ocnplete the assigraoent successfully, you should: 

1. J Determine the type of individual you wish to interview, and begin to 
think about whom you might approach for an interview (have several 
individuals in mind) • He or she should ng£ be someone you already know or 
have worked for (e.g. former boss, a parent or neighbor, teacher or 
teaching assistant, etc.) 

2. ) Following the pattern discussed in class lectures and in the text, 
determine your general and specific purposes for ocreiucting the interview, 
do any necessary background research on the interviewee ard his/her 
organization, develop an interview structure, and consider the particular 
questions you plan to ask. 

3 . ) Now contact an individual f rcro Step 1 and ask the person if he/she 
would be willing to be interviewed about the matters decided upon in Step 
2. Be sure to indicate the time ccmoitment required for the interview. 

4. ) Finalize the interview protocol, conduct the interview as scheduled 
and record the information as best you can without hirr ier irrj the 
canouucatin process between you and the interviewee, 

5. ) Before the interview, prepare a stanped envelope (aAlressed as noted 
on the form) so that your interviewee can return the Interviewee Response 
Form. Before beginning the interview, provide the interview with a copy 
of the appropriate form and the stanped/addressed envelope. Explain the 
form's purpose and request that it be octipleted ard mailed directly to Mr. 
Jay Martinson at the interviewee's earliest convenience after the 
interview is canpleted. 

6. ) Within one week of the time the interview took place, ocmpose, type, 
and nail an appropriate "thank you M letter to the interviewee. You should 
make a xeroxed copy of the letter to attach to the paper outlined in step 
7. 

7. ) Paper assignment, 

Following the interview, write a four page, doublespaced typewritten 
rep >rt . 

me report should include but not be limited to the following; 



ii 



— discussion of the interview objectives, the naire arri position of 
the interviewee, the research and specific preparation engaged in pi :a' to 
the actual interview, when and where the interview was corciucted, tn^- 
elements and strategy of the interview (including transitions, rapport. , 
level of interchange, setting, nonverbal factors, relational factor*, 
etc.) , specific problems which developed oorcernircf any part of the 
interview and how you handled them, concluding ranarks on how you would 
evaluate the session and what you would do to improve it. 

Include in your analysis exauples from the actual interview to illustrate 
the concepts you discuss in your paper. Also shew relevance of oorKxp^ 
from the text and lecture in your analysis. 

Attach to the report the following: 

1. ^ typed copy of your questions and probes (with the type ct 
question indicated in parentheses next to each query) • 

2. a completed version of your Interviewer Response Form. 

3. a xeroxed copy of the thank you letter sent to the interviewee 
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Spec™ 211 / Martinson 



you aS f«P?KeS a ,« the following statements by indicating whether 
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find out! y y kneW the boBB <or other ""Periors) would never 

P^ople^Fi-th^n 1 ^; prSSe'oriore^oney? 116 " 91 " 9 j ° b "° tivates 

»o„e77^wor^r7w![ n rwo\rhe n rrr. e " 0rt WU1 " £Ult in «™ 
effort-ai-fossiSilf" 6 " 1 rUle ' Pe ° Ple Wl " 9et ^ » lth " little 
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— z Ta,ce an V s Ports team and qive the nprfppt- -.k w 

ssffl^^ssr* 10 - * inspiring Ld t t h h e^rl rf 1 ? k t e 1 r^se wh t o o l a s 

required *ininm m * €Xert initiative and energy beyond the 
rules and regulations for the™ to ^follow. there clear-cut 

production process can be improved? " the P roduct ° r 



* 3 *} , The »ost important motivator for people is for them to 

feel understood and appreciated. 

14,5 Without a doubt, happy people are productive pecj le. 

15. ) 

followers. 



_Some people are born leaders, others arc born 



_Working in groups usually winds up with one or tv 



16.) 

people do all the work while the rest' 'loaf ~ and mooch "oft o'i th,.' 

^5 1^ tt t_ I* £> f J C^l* ^5 . 



17 * } — =- B V combining the individual talents and knov)ej,c of 

several people in the form of a group, the quality of dec .^ion- 
making can be much better than if done by individuals. 

";), — —Most lower-level (blue collar) workers simply wmt to 
?h£ I? £ tl J0? . durin ? the day so that they can come back noun- in 
the evening Their main objective during the day is to get thojr 
company™*'* hey ' rc not intere sted in 'brainstorming' to improve the 

. Although businesses nre made up of several different 

orTi^? S / nd ^ leVelS °, f , vorkere ' eac * ^vel and each worker ar- 
critical for the overall success of an organization. 

20. ) 



Companies which adopt certain kinds of values 



* — — r - Auiub ui vamps v i ] 1 

tend to be more successful than those who don't adopt those tv;^, 
of values. Jl 



21. ) 

themselves. 



_The best way to manage people is to let them rr-M.-iq- 



22.) The ideal manager could be described as: (circle one or 



Parent 
Juggler 
Judge 
Hero 

Catylist 
Listener 
Expert 
Model 



Teacher 

Coach 

Police 

Buddy 

Peer 

Scientist 
Delegator 



Therapist 

Servant 

Friend 

King/Queen 

Facilitator 

Cheerleader 

Organizer 



Instructor Student 



Ring-leader 

Ruler 

Colleague 

Leader 

Encourager 

Dictator 

Disciplinarian 

Architect 
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Managerial uneory taper -■ - 

Spring / 1992 Spdon 211 Martinson 

students will have to evaluate the theories aJftnSr ' 
Procedure: 

2 . Read the hypothetical scenerio and then in a tvtrf i r 

the following: 3-5 page paper, do 
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you focus upon don't real iv, ' systems of communication 

errors will 
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Hypothetical Scenario ^ , 

*cenerio Construct a managerial oonrunication style" 

operation for nearly** y^,^ ^^1^^" * X J haS 
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; ^^i2r» *» all the raw 
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Critique sheet for Managerial Theory paper / Martinson 
Name Grade 



jCriterion 
i 


>oor 


b. avei 


average 


a. aver 


excvllcii 


1 .Clearly sUted thesis 












2. Organization (3-5 main pnts 

paragraph dev. topic sent.s> 













3. Spelling / Grammar 










. 


4. Clearly locates self within 

school of though! It manag. theory 












5. Offers clear rationale for this locati 


pa 










6. Provides clear rationale for selected 
communication systems 












7. Selected communication systems 
dearly match selected school of thought 
& theories of management 












8. Convincing rationale given for how 
ihese svstems fit the given scenario 












9. Qeax explanation of comm. 
systems to le implemented 












10. Potential benefits of selected 
comm. systems deafly specified 








■ 





ERIC 



17 



Conflict Simulation Exercise 
SpCom / Martinson 



Rationale: 

This In-class exercise Is designed to £ive students an opportunity tq practice their 
conflict-mediation skills learned from the text, lecture, and other Instructional materials. 
This is designed so that each student In the classroom has a different role within the 
simulation. Some will represent the management, some will represent the employees, some 
will be mediators, while others will be critical observers who will take notes and report to 
the class as a whole at completion of the exercise. 

Procedure: 

1. ) Each student will receive In information sheet. Each information sheet will 
include a paragraph-long explanation of a conflict tilled, 'Daycare Cleanup.* This 
description details a current account of irritation between th» management and employees 
of a local daycare facility. As the conflict has escalated to hostility, the daycare has called 
in an unbiased SpCom student to serve as mediator. 

2. ) In addition to the identical description of the conflict, students assigned to one 
of the four roles will receive instructions specific to their roles. For example, siudents 
playing the parts of managers will receive Information detailing 'their side of the story,* 
reminding them of what bothers them about the employees* behavior. This Information 
also tells the role-players what they want out of the conflict, which is different, naturally, 
to what the employees want. 

3. ) In the context of an in-class exercise, students will receive their instructions, and 
be given a brief amount of time to ask questions regarding the simulation. 

4. ) Dcp flding upon the size of the class, there may be one or several groups enacting 
this simulation. Near the end of the class period, the simulation will be stopped, and 
-observers will be called upou to report what they saw. They will discuss positive and 
negative conflict manngmcnt behaviors and will describe the strategics implemented by the 
mediators as well as an assessment of their effectiveness. 

5. ) In the final moments of class, sludcnls shall offer oral evaluation regarding the 
worth of the simulation and offer comments regarding how it might have been improved. 
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Conflict simulation / SpCom 211 - Martinson 



Da ycare Cleanup. 

There is presently a conflict happening at We-B-Kids Daycare Center. 
Here are the facts: There are two managers and four teachers who each have 
four-year elementary . iucation degrees. Things run pretty well except for a 
few irritations. As per a recent state law, all daycare toys must be 
appropriately cleaned one a week. The teachers are the only ones who can tit* 
this job, as they must be sorted and arranged appropriately. Management h.is 
had them coming in on Saturday for two hours to do this task. They get paid 
time and a half, but they all resent having to spend time at work outside their 
40 hour ✓ ^ek. This resentment has been showing up in several areas. A few 
of them have come to weekly staff meetings late. Some of them have failed 
to fill out weekly reports adequately. Once when a father came to pick up his 
child, he told a manager that he was withdrawing his child from the center, as 
he felt that a staff that couldn't get along shouldn't be taking care of his 
children. Last week, an 'anonymous' note appeared under the mangers' 
door, stating that 'we will respect you when you respect us.' Management h is 
called a meeting with the four staff members in order to settle this growing 
conflict. An unbiased SpCom 211 student(s) has volunteered to serve as a 
mediator. 

Management: 

This seems so childish to you. It is asking so little of the teachers to 
; show up for two hours on a weekend to do the required cleaning. You'd do it 
i yourself if you could, but they get even more upset when things are put l ock 
! incorrectly or inadequately cleaned. They have to clean the toys, and they are 
, the only ones who can do it correctly, so you can't see why they are 
! complaining about it. Besides, it is costing you quite a lot since you are paying 
them time and a half, which is quite high considering they receive salaries ...f 
professional teachers. You are also furious that one (or mor^ of your 
'professionals' would actually be as immature as to complain to one of the 
parents about this situation. They are hurting the reputation of your business 
and cannot tolerated. You are determined to find out who complained to the 
parent, and you will not let that incident go without a reprimanding the one 
who did it. Quite frankly, at this point, you feel that if this job is so bad, you 
just wish they would seek employment elsewheie. You have a stack of 
applications on your desk and could replace these teachers with little trouble 
Your goals in meeting are many. You want this issue resolved. You want the 
person who complained to the father to identify him/herself, you want to 
address the issue of tardiness to staff meetings and poorly done reports. ai\l 
you want to know who sent the immature note under your door. You v. ••■»! 
to know why they can't simply come to you one-on-one without resort m- to 
'notes' and complaining to parents. You've been very patient for a Ion,-, 
time, but you have really had about enough of this. 
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Teachers. 

You are professionals. Despite the image of working with preschool 
children as being 'less than a real teacher/ you enjoy your profession and 
realize what a true challenge it is to work with such young children. It is 
mentally and physically exhausting work. At the end of the day and 
especially at the end of the week, you don't want anything to do with the 
center. Two hours isn't that much time, but its the principle involved. 
You've got your own families and you don't want to go back to work for as 
little as fifteen minutes. Yes, the managers have offered to help clean the toys 
before, but you don't want that. The people who clean and sort the toys have 
to be the ones who use them on a daily basis - you the teachers. You've tried 
to informally discuss this issue with the management before, but they insist 
that coming in on the weekend or some weeknight is the only option. They 
don't seem interested in you as human beings or as professionals. Therefore, 
you've decided that you won't act like professionals. You purposely take you 
time getting to meetings and give your reports half-effort. You also are aware 
of how precious the company image is to the managers, so one of you did 
share the problem with a father. You knew it would get back to the 
management and figured it would 'inspire* them to finally do something. 
You didn't intend or want the father to withdraw his child. Although one of 
you did talk to the father, and one of you did write the note, you wouldn't 
think of 'telling-on' the two individuals who did these things. You know 
full well the flack that they would receive. Overall, you like your job, you 
don't want to 1 ^ave the place, you just want it to be better. You want to be 
treated like professionals, put in a full week, and then not play 'janitors' on 
your well-earned weekends. The overtime money isn't that important to 
you, and you're sick of hearing how much it costs the company to pay you to 
come, and that you should welcome the extra money. 



Mediators. 

You just happened to be in the right place at the right time and 
volunteered to serve as the mediator in this meeting. You know only what is , 
written above, but most of all, you know your conflict-mediation material. 
Within the meeting, you are responsible for starting it, directing it, and 
pushing for a decision within 25 minutes. How it is done is up to you. . . 
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Observers: 



Your role in this simulation is to observe the meeting and look for how well 
the conflict is managed. Try to take notes so that at the end of the simulation, 
you can share with the class some of the more interesting things you 
observed. What positive communication behaviors did you observe? What 
destructive communication behaviors did you observe? How would you 
characterize the 'styles' of conflict management observed? Did certain people 
tend to exhibit certain types of communication? How successful do you 
think they were at resolving the conflict? How successful was the mediator at 
facilitating a solution? 
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- Conflict Assignment / SpCoa 211 - Martinson - 

Objective: To give students the opportunity to apply their acquit ed 
understanding of communication factor^ involved in the 
management of conflict. 

Overview: Students will read the following hypothetical situation 
involving two co-workers who are in the midst of a conflict. 
Assuming the role of a mediator, students will then read both 
•sides of the story, ' and will then outline a plan for mediation in 
the format of a 4-5 page paper. 

Procedure: You have been asked to serve in the role of a mediator 
within a conflict occurring within your company. You are cne 
director of human resources. You are someone both of these people 
respect. You have given several team-workshops L training seminars 
in which these co-workers have attended, allowing you to get to 
taoTSdid them enough to make conversation and exchange 
peasantries. They are both glad that you are the one chosen to 
mediate. 

1 ) The first step is for you to read the written report 
filed by their supervisor reporting the conflict between Terry and 
Pat You can assume this report to be factual and true, although 
written from the perspective of a 3rd party observer. . Th3S . report 
will give you a context against which to compare the individuals 
accounts. 

2.) 'Jbe second step for you is to interview the two parties. 
Assume that these interviews have taken place, have been recorded, 
and have been transcribed. They are written out basically word for 
word as they had been spoken. So /review' the t™" 8 "*^* ? n * ^ 
to figure out in your mind as much as you can about the nature ot 
this conflict Ask yourself questions like. "What is the source(s) 
of thfs conflict 'What destructive behaviors are likely ^to occur 
within the upcoming confrontation of which you should be aware 
How can you best structure the confrontation to facilitate sonilict 
management? What methods of conflict management might be best? 
Etc. Etc.' 

3 ) After you've read the manager's report and the two 
interviews, you have asked yourself several questions which have 
led you to several conclusions about how to structure the 
confrontation. As you are an 'expert' in conf lict mediat ion 
strategy, you feel 'ready' to start the process of planning the 
confrontation. 

4 ) Oops. Your Uncle Hestor McHenry just passed away oyer in 
the Australian Outback. You have been called to leave immediately 
for Australia and help Auntie Jane settle Hestor' s estate and keep 
the crocodile farm in operation until your cousin Skeezer arrives 
to take over. Skeezer is afraid to fly. but the good news is that 
he's not afraid of the train. The bad news is that he lives in 
Scotland. You could be 'crock'n' in the bloody downunder for a 
while Mate. In short, you can't serve in the capacity of mediator 
between Terry and Pat . 

5 ) 3n lieu of your departure, you immediately assign the 
mediation task to your assistant. This is gooc "because your 
assistant is also very well liked and well respected by both Terry 



and Pat. However, it is bad because your assistant - f.r.m - his 
never done mediation before. But Sam is sharp. And i^:. is y* .r 
only choice. You must get on the plane tomorrow, so have no t .u.,- 
to contact either Terry or Pat to begin the planning, lur tt-au. v> w 
need to spend your time writing instructions to Sam reg<ai<im<; \\y.t 
to plan and conduct this mediated confrontation. 

6.) Given that company policy doesn't allow memos of more than 
4-6 pages, you must give direct, simple yet thorough inr.t ruct i< ns 
to Sam. You must guide Sam from the beginning to the end of the 
process. You can leave Sam a copy of the handout from your fon^r 
211 class regarding positive and destructive conflict communxcat i<-n 
behaviors. Knowing that Sam will have that, you don't need to 
review all of those things. You can also assume that Se.m will li- 
able to read the manager's report and the two interview 
transcripts. Even though Sam will read them, Sam will net 
necessarily know what to look for. Sam needs your help. 

Within the paper, however, you must do the following: 

A) -Discuss initial arrangements (contacting and preparing the 
two parties and arranging a time and place for tr a confrontation) . 

B) -Discuss an overall 'orientation' or 'style' of conflict 
management which might be appropriate given this situation. 

B) -Discuss the steps (structure) Sam must follow within th>. 
confrontation meeting, in order to start it correctly and kev;- u 
progressing in a healthful, productive way. 

C) -Discuss likely pitfalls Sam should be watching t ft 
carefully, and steps Sam can take to avoid them. Be speci 1 i.r . 
Given what you know about this conflict and the parties involv, 1, 
what is likely to happen that could be destructive? 

D) -To help Sam 'get a feel' for what might happen, be sure to 
give a couple examples of things that might happen (given what you 
know about these two people) and if they do happen, what Gam sliced 
say and/or do about it. You don't have time to give detail- * 
extmples of everything that might possibly happen, but tell ^v^ 
about as many as possible, and give detailed examples for at It 
two or three. 

E) -Supporting the company theme of 'writing excel 1 ence . * y J 
must be sure the paper is well organized and develoj «=d, wj t h 
perfect spelling and grammar. 

EVALUATION CRITERIA: I've given you several specifics rr .rdi !.. -< 
realistic conflict. I want to know that you've analyze:: it v. . 1 
enough to construct a reasonable conflict -management i Un \ !..•'> 
reflects knowledge of the process (as outlined in text) 
specifics of this conflict. You have to know about ronfl - : 
management' enough to explain it to someone else (Sam) m f *-..«..• 
simple terms. Its not enough to 'outline' the generic 'r.teps 1 
conflict mediation. Rather, you must relate such step? to l. 
particular case, so that Sam knows why they must be followed, . ...i 
so that Sam is alerted to the kinds of destructive behaviors u 
may arise, and is alerted to specific positive buhavins i ;.. .i 
should be encouraged by Sam. Papers must be free tiom caret-. 
mechanical errors. 
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The report filed hv the BaaaflflX' 



I mm hereby requeating a Mediation hearing for two 
draftapersons within ay diviaion. Their names are Terry and Pat. 
In my drafting diviaion. I have nine draf tapeople. Five have 
drafting board, along one wall, and the other four along the 
° PP °? i Tn#ir atetiona are aeparated by five-foot 

partitions. Terry 'a eta t ion ia two deska away from Pat 'a. They've 
got to be that cloae aa Terry worka on the AutoCad machine located 
at that ■ tat ion. and Pat needa the permanent model-building table 
located within hie corner at at; ion. The problem between theae two 
haa been going on a long time. 1 think it began with the radio 
problem. Pet likea to liaten to the radio all day long. Terry 
doesn't object to the radio, but can't atand Pat'a choice in muaic. 
Terry refers to it aa 'head-banging Bruce Springateen crap.' 

Pat haa been with the firm for • yeara. and Terry haa been 

T 4 j<* i" twofold. Pat doea all the 

model -building for the firm, and alao ia job-coordinator for the 
drafting department. X am the manager, but Pat ia in charge of 
diatributing drafting work aa it cornea in. Overall, the drafting 
in our diviaion gets done in a very timely fashion so I've never 
questioned Pat'a ability. 

f at « *>it up««t when thinga gat buey and then othera 

come to him needing email model mock-ups for their work. Pat is a 
very vocal character, pat ia a child of the aixties. loving rock 
muaic. radical & liberal views toward everything imaginable. Pat 
ia very direct, actually quite blunt. Pat haa a way of coming off 
abraaive. but moat people just get used to this 'style' and can 
work with it. Pat is very competent and capable. I don't want Pat 
moved from the office, but right now I'm conaidering it. 

Pat and Terry don't get along. I gueaa they never did. They 
are complete oppoaitea. Terry is highly conservative and finda 
most of Pat's waya highly offensive. Terry tends to be a 'quiet 
E y 22 , \ but U '**y x ' v « Terry can make a lot of noise. 

Suddenly out of the blue. Terry marchea into my office and throwa 
down a folded piece of paper and then stormed off as it was 
quitting time. I read it and to my amazement 1 found that Terry 
baa apparently been contemplating quitting our firm for over a 
year. Terry went on to liat a huge liat of complaints about Pat. 
moat of them dealing with how 'inconsiderate' and 'obnoxious' pat 
ia to 'all of the draf tapeople. ' Tarry alao mentioned the radio 
thing, and something about receiving an unfair amount of work from 
i*' 9 ??* „ than th « others receive. Terry does all the computer- 
aided drafting, so in a way Pat depends on Terry to get things 
cranked out in a hurry, aa many clienta these daya request that we 
do their work on computer inatead of pencil. And all of the 

major model* Pat does corns from computer-graphic plana, and Terry 
doea a good job getting theae juat right, ao that the models appear 
perfect when constructed. Pat has mentioned to me at times that 
T«rry purposely «lowa down the computer work when Terry is upset 
with pat. Thia in turn means that Pat haa to wait, aomething Pat 
ha tea to do. 

I basically ignored Terry's letter, assuming Terry was juat 
upset and would get over it. But then yeaterday the entire office 
a topped working to liatan to Terry and Pat engage in a shouting 
match. That was when I decided to fill out this report. 1 cannot 
tolerate this type of behavior in my division and although I am 
responsible for quality control of our drafting and managing thia 
office. X am not responsible for settling personnel conflicts. 
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- fat's story - 



Pat i Uh, hello, on* -two- three. . .i» this thing on? Uh? Oh, ok«y. 
Hey how about this. Coot on and be myyy litttle. . .good luck 
charmm. . uhh ooh uhh. . . Sorry. Just joking. Really now, you 
want to hear about my good friend Terry. Hey, Tc>rry in * aood 
worker. I like Terry. I have no personal trouble with Terry, 
Just hate the jerk's outs! Kidding! Seriously, no problem by m*. 
When there's a probleai, X solve it. Or should I say, # we # solve it 
ourselves. 

( (Interviewer begins to reed pert of the filed report to Pat) ) 

Pat: Yeah, yeah enough already. Chronic ccmplainer my budcty 
Terry. Terry is one of those people who assumes the role of 
everyone elses # judge. Stick in the said too. Always acts like 
nothing we say is funny, but knows full well it is. Just doesn't 
want to 'appear* on our ' lowly* level, we tinman beings who are 
unfit to match Terry's image of perfection, which means being just 
like Terry. I didn't know the radio was that big of deal. Oh, I 
guess one time, just gflfi time out of the blue Terry made some 
'under the breath' comment while walking by one day, about it being 
hard to be professionals with 'that' kind of music playing. Nevrr 
stopped or anything, just went right on by. 'Hey, up yours buddy, ' 
I thought. 

You know, I don't care if Tarty doesn't like my music. I 
don't care if Terry doesn't like me. Hot a bit. Terry is 
insecure, I'll tell you thct right now. Terry does these little 
things just to 'get me' too. Like reigning from the 'computer 
throne.' I'm needing some prints to start a model, and Computer 
Wizard Terry isn't 'Quite' finished with them, or better yet , 
•hasn't quite gotten around to them yet.' Terry does that as a 
silent protest 'just to show me'.' Shows me one thing* • . Terry's 
en idiot. You know what Terry's problem is? Terry is jealous of 
my position. Also, my education. Terry's got some two-year degree 
'torn the Technical school and I've got a 'four-year' from Marquette 
University, architectural program. 

About the other day? Hey, I didn't start the little 'spat,' 
but I sure as heck won't let that weasel stand there and unleash 
some of his 'holier than though* bull about the radio. All my 
draltapeople standing there looking at me, like, 'what are gonna do 
Pat?' I couldn't just sit there and take it and lose the respect 
of nil those people. So. yes. I gave it back to T«rry, and then 
sow.*. Look. I know full well ^hat they want to transfer me to 
southside division, and hey, that's fine. No. i*> i.ot my fault, 
and I'm not sorry about *he 'little scene.' I made by yelling at 
that jerk. I'm not going to apologise if that's what this is all 
about. I've done good work here and could do good work anywhere. 
I don't need to stay in this division for the rest of my life. I 
don't really care. 

I'll tell you what. lhe manager doesn't want any more 
'yelling.' fine, there will be no more yelling - at least from me. 
I won't say a word. He can spout off at will, but I won't say 
another word to him. 2 don't need him right? I've got plenty o£ 
friends without having to talk to that jerk. I can be quite civil 
and professional-like in the office, I can give Terry work and 
Terry can still do my plans, but I don't have to talk to or lit a 
the person. I've told him where I stand, that's enough from 
I don't 'leave notes under peoples' doors like some of us aroun't 
here*, ' and I don't bother to repeat myself after I've told someone 
where I stand. Words to live by. heh? 
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• Terry's story - 



Pat? Pat is Che classic bully. PaC lives by this caveperaon 
mentality that the strongest person is the rAght person. You don't 
happen to agree with Pat's preferences and whacked-out ideas , then 
you get bullied. I've put up with Pat for four years now. Four 
years. I've been real patient too. X went three years without 
saying a word about how much I was bothered by some of Pat's stupid 
antics. It got so that I couldn't walk by Pat in the hallway or by 
Pat 's desk without starting to just bum inside. X know this 
sounds terrible, but X wouldn't sand if Pat got hit by a truck. 
Well, no, not really, but X can ssy this, X do not like Pat. 

Pat is anti-establishment, ant i -everything, except ' rock-n- 
roll* and other wierd ideas* What Pat doesn't know is that there 
are eight other people in this office. X simply cannot work 
effectively with that, music When X was e kid, X couldn't study 
with music on, but certainly not the garbage beinq played on Pat's 
radio. 

Have I ever told him that? Oh yes, all the time. Once X was 
walking by and stopped and tried to explain how the music bothered 
me and several of the other people in the office, and if Pat would 
please consider either turning it way down, using headphones, or 
turning it completely off. Heal nice about ix. Pac just sat 
there, didn't say a word, just gave me one of those classical 'Pat' 
looks, like some kind of ape from the zoo, Pat isn't exactly the 
'interpersonal expert . * Its like this. I've tried to confront Pat 
about our problem, but it takes two to ssttle conflict right? 

And even though we ell hate his music and odd ways, I'm the 
one who gets Pat's wrath, because I em the one who confronted Pat 
that time, and I'm the one Pat simply doesn't like. So while 
distributing work to eJl of us, X just happen to get more work 
dumped on my desk than anyone else. Like, 'Merry Christmas Terry i' 
I really don't understand that either. There's only CAD machine in 
*.he office, and I'm the only one who knows how to use it. So X end 
up working very hard all day long, and X work very hard to gat 
Pat's plans done just ss soon as possible, thinking that Pat will 
return the effort, But no such luck. X get rewarded by another 
stack of ^a^ignments. 

So I had to complain to the manager as X knew it would be 
counterproductive to continue talking to Pat. lt*u time last week 
that I did approach Pat again about the issue, right there in 
public cause I've got nothing to hide, old Pat just starts 
hollering. Everyone could see it plain as day. Just ask anyone. 
Pat looked so incredibly stupid. No, X don't think I'll try to 
talk to Pat anymore. I'm through. I've said my peace. The way I 
look at it, X don't need Pat. I'll continue to do my job as well 
as possible, and if my productivity is hindered because of that 
lovely music and because of the extra work dumped on my desk, well 
then that is just fine with me. Don't blame me, blame Pat. They 
won't transfer me, cause I'm the only one who can run that machine 
efficiently. Pat will get the boot eventually, not ft*. 
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Critique sheet for Conflict-management paper / Martinson 
Name Grade 



Criterion k 


>OOI 


b. avcx 




•J.aVti 


vrpl 1 pn 1 


1 . Clearly conveys knowledge of factors 1 
involved in making initial arrangements £ 
including contact of parties, time, and v) 


ace. 










2. Offers an overall orientation or 'style* 1 
and offes a sound rationale for why this | 
mieht t>* annrooriate civen the situatiorL 










3. Clearly outlines the critical steps of the | 
conflict confrontation from beginnng to j 












4. Identifies likely pitfalls Sam should be I 
watching for, referring to specific aspects | 
of hnth Terrv and Pat. 












5. Offers specific and appropriate advice 1 , 
regarding how the pitfalls can be avoided 










6. Offers at least 2 hypothetical examples I 
of things that might happen, as well as j 

rnrr*»<r>nnriin<» advifP for dealing with them 










7. Paper is well-organized and free from all 
spelling/grammatical errors. Paragraphs 
fave topic son^nc^s and are wcll-devel 


1 

oped 










8. Overall clearly reflects understanding of 
conflict mediation process tc personalizes 
ii in this .sri>narin 
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Business Presentation Speech 
Sp Com 211/ Martinson 

Purpose: To give students the opportunity to practice the skills and behavior associated wlih 
effective business presentations. To give students the chance to practice and build coiJjJcucc 
toward speaking In a situation realistic to their Individual career objectives. 

General Inscription: A brief Informative speech conceptualized as a business presentation. In 
which student's professional presentation skills are evaluated. 

Procedure; 

PICKING ATOPIC: 

1. Brainstorm t Think about the career you will likeiy have after graduation. Within thai 
career, brainstorm on all the possible situations to which you mi^*t have to deliver a 
presentation- It could be a presentation for your colleagues (and/or co-workers), other 
professionals In your field, the management or subordinates within your company, potential 
or current clients, or the general public. 

2. Select. After generating a list of a few realistic situations to which you would likely lu> c to 
deliver a formal presentation, select one that matches the following criteria: should be a 
situation in which you would likely have to prepare for. take seriously, be professional. - 
should be something with which you are quite familiar, so that you can concentrate on U*c 
delivery. -should be something which you can address thoroughly in 5 to 6 minutes. iu:»c 
way to look at this would be that your presentation is simply a small segment of a much l^er 
presentation that you would be otherwise be giving.) -should be a situation to which it would 
be the most beneficial for you to gain practice* 



ORGANIZING THE PRESENTATION: 

1. Establishing a purpose. Your purpose for this particular speech should be to trrfoan. Ills 
isnt a persuasive speech per sc. Granted, there are elements of persuasion to any speech i\ c. 
Wanting to persuade listeners to believe the Information* you art presenting), but that few ( the 
main goal of the presentation. 

2. establish a specific purpose. Decide specifically what your goal of this presentation Is {See 
the text, pages 243-245). This will take some thought as this Is where you decide spectfuxuhj 
what you will be presenting. 

3 Develop a thesis 1 believe all professional presentations should be planned, purposeful, and 
should have a main (or key) purpose or idea. This is the thesis/ Dcdd* what yours will be 
(pages 245-246). 

4. Choose and analyze the audience. (See pages 247-254) Choose who your audience will l< and 
where this speech would likely be delivered (i.e. Board room, conference center, etc.). Then 
analyze the audience and identify (as best as you can) the probable challenges you will L..e 
given that particular audience. For example, do they all know the company jargon, do they all 
have advanced degrees, do they already know you and the company well, will they be anxious 
or apprehensive to hear what you have to say. etc. etc. 

Analyze the situation. Decide on the time you would likely deliver this presentation. Is 
It In the evening, during office hours, on a weekend seminar, etc. What about the room u* 
which you are presenting. Is It a small room to your company building, a Lutfc seminar iooua, 
a large assembly hall. etc. How will these factors affect your presentation. 

5. Construct an outline, aj Divide your thesis up into 2 to 4 main sections which each support 
/ develop that thesis. These should reflect a sound organizational pattern (sec pages 26 J ~ i 1 ). 
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These will be represented on your outline with Roman Numerals, b.) Then divide these main 
sections up Into smaller points which support / develop the main divisions. These will be 
represented on your outline with email letters, au b. c, etc. Each main division should at least 
have two lettered points, but no more than five. 

Your outline doesn't have to be In full-sentences'. It can be done In phrases as long as 
they are descriptive of your information. Hence, 'one-word* descriptions will not be sufficient. 

6. Prepare an effective Introduction and conclusion. (See pages 271-279). These can make or 
break you. Trust me they can. . • SO PLEASE take time to develop an attention-getting, 
introduction which does the following: greets the audience (if appropriate), introduces the 
subject/ or reason for the presentation, briefly gives any necessary background info., and 
briefly lets the audience the direction the presentation will follow. 

Conclusions should briefly review the main points, and provide a strong sense of 
closure, ending with a strong last sentence and a Ihank-you' to the audience. 

introductions need to be less than a minute long (around 30 seconds or less) and 
conclusions the same or less. 

KEHEAR&E THE PRESENTATION: 

1. Work on wording, but don't memorise. This speech should be delivered 'extemporaneously.' 
(see page 318). Neatly write up some notes for yourself (on cards or on full-sized paper) of main 
points, and perhaps exact wording of Important transitions. Practice delivering speech several 
times to develop smooth wording and smooth transitions. Granted, each delivery will be 
slightly different since it Is neither memorized nor read, but you should become very familiar 
with how you wish to word Important or dlfiteult thoughts. 

Work on this until you can deliver the presentation with only minimal reference to 
your *bare-bones* list of notes. Work on !t until you are confident that at any point you could 
pick up your notes and deliver the presentation smoothly. Practice in front on others. 
Visualize the day of your presentation. Visualize the classroom and how you will be 
confidently presenting this information and impressing me. Practice looking around as if 
making eye-contact with all our eager* smiling faces which are Interested in your phenomenal, 
memorable presentation. Visualize that you are impressing yourself as well. Visualize the 
applause, and the sense of relief you will receive when you confidently thank the audience and 
walk back to your seat with pride and confidence. 

2. Work your visual aids Into your rehearsal. Any visual aid to be used In your speech should 
be used in your practice as well so you become familiar with them, how to reference to them, 
and become fa_nillar with potential problems with them etc. Practice not staring at them 
while you talk. 

Similarly, practice using your notes. If you are using full-sheets of paper, obtain a clip- 
board and practice using them with it 

3. Work on your features as welL While you practice, try to incorporate your vocal and bodily 
gestures as well. Which things can be emphasized with more vocal inflection or intensity? 
Where might a pause be effective? Where could hand gestures help convey ideas? Is your face 
stone-like or is It conveying emotion, (humor, seriousness, questioning, Intensity etc.)? 

What about motion? Do you think it would help convey a transition if you took a few 
steps in between main divisions of your presentation? 

DETAILS, DETAILS. DETAILS. , . 

Time: 5-6 minutes. 

Dress: Professional, of course. 

Thing* to turn in on day of presentation: 

1. Professional, flawless outline. 

2. Completed Data sheet (can be neatly hand- written). 

•What If I skip toy presentation?" : I will hate your guts for the rest of toy hit. Yes. I can hold a 
grudge thai long. Try me. 
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Name 



Data Sheet for Business Presentation 
Date of delivery 



Within your delivery: 

1. )Who are you? (title, company affiliation). 

2. ) What is your specific purpose?. 



3 ) What promted the need for this presentation? (indicate also If this was a 
regular board meeting, special meeting, conference, etc.) 



4.) Who is ycur audience? (Be specific,. include ; their relation to you. their avcr,f 



educational level, their knowledge of your topic, etc.). 



5. ) How large is your audience? 

6. ) Where is this being delivered? 

7. ) Briefly describe the room (size, etc.) 

8. ) What day of the week and what time of day?. 

9. ) What is your thesis?. 



10.) Briefly describe some of the challenges you will surely face deliver^ this 
information to this group of people in this setting 



Business Presentation Evaluation Form / Martinson 



Name Delivery Date. 

Subject — Speech Time — 



Outline: Professional quality, adequately developed in correct 
format including Roman numerals for main points (not counting intro 
& conclusion) and letters for developing subpoints) . 

poor needs improvement okay c.b.b. good- --excel lent 

introduction: -Smoothly delivered witout notes, effectively gained 
audience attention, gives clear sense of direction, clearly 
introduces main points and offers a clear thesis. 

poor needs improvement okay c.b.b. good excellent 

Body"" Body is composed of 3-5 main points which are logically 
related and ordered. Although related, each is distinct. 
Each body clearly supports the thesis and appears in the same order 
as introduced in introduction. 

poor needs improvement okay c.b.b. good excellent 

Translations: Each main point is clearly separated by transitions 
which move the hearer smoothly into each new division 

poor needs improvement okay c.b.b. good excellent 

Internal summaries: As some point during the speech, a smooth 
internal summary is given (often in conjunction with a transition) 
which helps the audience keep the whole speech in perspective. 

poor needs improvement okay c.b.b. good excellent 

Conclusion: Clearly set apart from the body, gives brief yet 
effective summary of main points L thesis, provides a strong sense 
of closure, ends with a strong last sentence (clincher) . 

poor needs improvement okay c.b.b. -good excellent 

Delivery: Avoidance of nervous habits, no dependence on notes, 
demonstrated poise self confidence, good eye-contact, good hand 
l facial gestures, appropriate professional attire, demonstrates 
professional behavior, appears enthusiastic and pleasant. 

poor needs improvement okay c.b.b. good excellent 

Bubjective overall impression: For whatever reason, this speech 
just seemed to be far above the norm and unusually effective. 

poor needs improvement okay c.b.b. good excellent 

TOTAL out of 20 points 
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••• CROUP PROPOSAL ••• 



The purpose of this assignment it to provide an opportunity for you 
CI) to nork clossly with persons randomly aeelgnsd to collaborate tofether— 
persons perhaps unfamiliar to you. (2) on a project requiring both written 
and oral persuasive presentation skills, (3) to test your ability to analyze 
the dynamics of this work group. In order to complete this aatlgnaent 
successfully: 

1. You may be randomly assigned to work with five or six other class 
weebere as a group. Vou will need to get to know each other well 
enough to decide what professional interests you have in common, and 
sihat type of work group you sight realistically be. 

*♦ Ai 1 group you are to assume that the company you all work for (and 
you must be prepared to specify that company) baa J dollars of 
venture capital that it wlahee to a Ink into an innovative project. 
(Consider J dollars to be enough to cover any reasonable proposal,) 
There are no specfic Hal tat lone to the project, though there exists 
an unstated norm that the project should ulttmetely be beneficial to 
the company ms a whole and not merely your group. You mre further 
aware that having your proposal accepted means at leaet a letter of 
commendation for each group member, perhaps a bonus, and even 
promotions in the future. 

3. Concerning the focue of the proposal, you can safely aeeume that, 
given currant economic circumstances, the company will look favorably 
only on these projects which mre feasible, have m high benefit/cost 
ratio, and enhance the Image of the company. A few projects which 
have been purported to lntereet company offlcere Include new 
manufacturing processes, development of m mew product line, creation 
of a corporate Investment plan, mew aalse strategies, and mew ad 
campaigns for existing products and aervlcee. 

4. Your written proposal tttBfMBft) ahould be: 

m) a thoroughly researched, detailed description of the 
innovative project you propose; 

b) pressnted within the character of your rolee ae a group 
In the coapany; 

c) approximately three elngle-epaced pages typed in 
memorandum form; 

d) Include every group member'a name and position in ths 
company on it; 

e) distributed to all class membere during the aeeelon 
• frofore your oral presentation. 

5. Your orsl presentation (AitfWfctfO of the propoeal: 

a) ahould be delivered to the class as If the claee were 
offlcere of the company; 

b) each member of the group ahould have eoma role in the 
oral praeentatlon; 

c) ahould be 20-25 minutes In Isngth. Including 6 mlnutss 
allowed for answers to questions from ths officers; 

d) should be delivered in a thoroughly professional wanner 
(hence drsss. grooming, etc. are important to your 
auccees). 
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Explanation of my evaluation system for group projects: 

i \ Firstly I will have an evaluation sheet (see below) for each 
iMwlil P^^tiSriithin each group. Evaluation on these sheets 
will be based upon both the individual oral deliveries and from your 

^^ 6> 1urther* f wm'write up an evaluation for your group as a whole 
(see baLr^'i^ upSlh^oral presentation and somewhat upon my 
reading of your individual papers. 

T n^ividual equation shc ~t Mill include these iX&fci 

-Oriented us well to his/her segment of presentation. 
-Had a clear, distinct segment of information. 
-Presentation was organized logically, effectively 

-Was easy to follow / understand information .. ff . )lt argots 

-inooroorated visual and/or verbal support to explain difficult concepts 
^^SrecSve^ansiHons to both 1.) show how his/her part fits in with 
^riSStion^n whole, and 2.) t*ve internally between main points. 
-Was clearly prepared and Knowledgeable about topic 

-Avoided distracting behavior . . 

-iSorporatad effective non-verbals (gestures, vocal infl. eye-contact) 
-SS53 charis^ (appeared enthusiastic, aggressive, was c^imsly^ 
aooSssing a^uSiencJoTpeople, rather than delivering a -canned- speech 

to in an empty room. . .) . ^ . 

-Displayed professionalism (dress, behavior, etc.) 

fimm evali^tion shee t ircHide these items; 

-Respected time limit . . . ^ 

-Provided clear orientation/inUoduction to the group presentation 
-Sose logical, effective ordering of different segments of the 

^rSu^" presented was factual, and well-chosen to help the targeted 

-Presentation was clearly prepared, ran smoothly without confusion. 
^PresenSSon^came off -^coherent, well-designed vfcole. rather than 
simply a series of individual presentations tangentially related. 
-Anv visual aids were professionally done and utilized. 
-Presentations reflected creativity, and kept audience attention. 
-Provided clear sense of summary and closure. 

-Gro^as a whole presented a professional, credible, sharp image. 

rjCT Sn S is different from bus. presentations, in that each person does 
notice £ prov!dTan^ro compete with thesis and division, .he group 
present^tion^whole, however, does need to provide this clear sense of 
dSSSn for the^udlence. Individual presentations need to orient us to 
t^'irSividual segments, but not necessarily in the form of ... full-blown 
St^uctlcn introduction for your speech, for example, ma> have been 

hri t^^^^£TrJ2Lri* have to all be of 
tii^^ngthThut should there shouldn't be vast differences. Fairly equal 
input is^Spected. But be sure the total does not exceed 20 minutes. 



ERIC 



33 



Group Evaluation 
TD BE FILLED CUT BJDIVIIXIAII^: BY EACH MEMBER 



DUE: The class period following ycur presentation. 

PAGE UNGIH: Flexible, but likely will fall between 3-5 pages. Be sure 
to ackiress all aspects requested belcw. 

FQFMAT: Flexible. Jtost straightforward way wculd be to list each 

criteria (each thijng below !•» asking for) , and then ccnroent on each. 
Or can sinply write in the form of a standard essay in which each 
item is aciiressed. Must be typed regardless of format style. Qm I>l 
single or double-spaced. 

Hie purpose of this evaluation is to give me a fair urrierstandiirj of 
the following two things: 1.) Your role and injxit to the groip as 
perceived by you ard your fellow group members, and 2.) y^xr ability to 
assess various dynamics of grcup dynamics. 

1.) Your role as perceived by you: For this section of the paper, 
I want you to describe your role and input. What was ycur input regarding 
topic your group chose, your task & maintenance ocranunication in general 
(and give specific exanples), your participation in planning and atteniLrrj 
meetings, and in producing the final written document and planning the 
final oral presentation. Give yourself a grade. 

Next, briefly evaluate the other group mentoers along the sai*> 
criteria listed above. You dcx^t have to provide as much detail for them 
as you did for yourself regarding specific examples of task fc maintenance 
oomunicaticn unless its important to ycur evaluation of them. Give th*m 
each a grade. 



2.) Your ability to assess various group dynamics. I will be ablo 
to evaluate this ability largely through ycur analyses above, ait in 
addition to the above information, I want you to include a section in 
•which you evaluate the functioning of your group in terms of any three cf 
the following elements of group dynamics: decision-making styles, 
pressure for conformity, leadership, power, cohesion, reflective-thinkin.j 
process. 
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Parliamentary Procedure Simulation 
SpCom 211 / Martinson 



Rationale: 

After learning the theory behind parliamentary procedure and 
the various types and categories of motions, this exerci is 
designed to provide an application. In this simulation, students 
will have the opportunity to participate in a meeting structured 
with parliamentary procedure. 

Simulation Procedures: 

Each student will receive an envelope containing the 
following: 1.) An agenda 2.) Minutes from the # last' meeting 3.) 
At least four 'participation' cards. 

The agenda explains the order of topics to be discussed in the 
upcoming meeting. The minutes from the last meeting provide 
students with information regarding recent fictitious topics 
discussed, and motions made, carried, and tabled. i'ach 
participation card gives the student instructions to a particular 
type of motion to make at some appropriate point during the course 
in the meeting (i.e. ••Make a motion to end discussion ana vctt M ). 
Other participation cards include instructions to offer pro or con 
arguments 'regarding the issue currently being discussed. Each 
student will have a different variety of cards although more than 
one student may have some types of motions or discussion 
instructions . 

After receiving the envelope, students are to review all 
materials so that they are prepared for the upcoming meeting. 

On the day of the simulation, students will assemble in the 
specified meeting room. The appointed chairperson will call the 
meeting to order and proceed until all business is completed 
(fictitious tasks are discussed and resolved) and the meeting is 
adjourned. During the meeting, it should be the goal of each 
student to not only seek the opportunity to satisfy his/her own 
cards, but also to participate in other appropriate ways i.e. 
engage discussion, make other appropriate motions, etc. This 
meeting, although a simulation, is to be taken seriously and 
treated as a professional business meeting. 
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Agenda 

Date: 

Participants: SpCom 211 students 
Meeting place: 

1. Call to order 

2. Pledge 

3. Roll call 

4. Reading of the minutes 

5. Reports: 

-Treasurer 

-'Hessel Park availability committee' 

6. Unfinished business 

7. New business. 

-Planning the SpCom 211 party 

I}. Program. 

-Group singing of 'Brady Bunch' theme song 

9. Miccllaneous announcements 

10. Adjournment 
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(Minutes from previous meeting) 



Chairperson McManus called the meeting to order at 1:00 p.m. and Tim led the group w i 
the saying of the Pledge of Allegiance. 

Roll was taken and all sixteen members were present. 

Minutes were read and Dedrion made a motion that they be accepted as read. Motion carried. 

Ty gave the treasures report, stating that the group currently has $400. Chairperson McM.um 
made a motion that the report be accepted as read. Motion carried. 

The committee looking into the surprise gift for Mr. Martinson read their report. 
Representing the committee, Sarah made the motion that Martinson be given a bronz plaque 
with the following words engraved: Simply the best. Anastasia made the motion that this 
report be accepted and that the recommendation also be accepted. Mike seconded. Motion-, 
passed unanimously. 

No unfinished business was brought to the meeting. 
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out 
ssion, 



Chairperson McManus asked for new business. Jennifer made the motion to have the f 
extra credit points for perfect attendance dropped to only two points. Following discussi 
Jayne made the motion that this be tabled. Jason seconded. 

Vicky asked if a study session could be arranged for the 3rd exam. Following discussion, K..rl.i 
made the motion that this meeting be arranged for the night before the the test at h«-r 
apartment. Jesse seconded. Motion carried. Michelle made the motion that Krula proxide 
pizza and soft drinks. Martin made a motion to ammend Karla's motion to read '-oft drink* 
or otherwise.' Motion to amend carried unanimously. Amended motion carried. 

Dave made a motion to adjourn. Tim seconded. Meeting adjourned. 
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